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Office of Campus Activities
Daily Digest Submission Template

Subject in Title Line: 

Contact Name:

Contact Phone: 
Contact Email: 
Sponsoring Organization:

Submittal Date: 
Date to be posted in Daily Digest: 
Write Blurb to be posted. 

Include who, what, where, when, why, how much and other pertinent info:


[image: image2]
Please attach any logo or photograph you wish to be included in your email.
Be sure to include all necessary information to prevent any delays in your posting.

Send to askoca@drexel.edu by 12 noon at least 2 business days prior to when you want the bulletin to appear in the Daily Digest.












